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1.0 PURPOSE 
This document defines the Proposal Development and Contract Review process including or making reference to 
procedures for the various activities within the process. 

2.0 THEORY 
The Company can only meet Customer requirements by ensuring that all such requirements are suitably obtained from the 
Customer, reviewed and understood.  This process ensures the suitable capture of requirements and ensures that 
Company’s understanding of those requirements is communicated to the Customer prior to and through contract 
acceptance. 

3.0 PROCEDURE 

3.1 Contract Review Form 
Complete the form following its format and use the COMMENTS field to record special or unusual requirements imposed 
by the Customer purchase order. Also record the timely provision for special controls, processes, tests, equipment and 
skills to ensure product performance. 

3.2 Compliance Matrix-1 Form for Request for Proposal Review 
Complete the form following its format and place a check mark in the ACCEPT or MODIFY column to report acceptance 
of each Customer requirement as it is written or request  

 

3.2 Compliance Matrix-2 Form 
Complete the form following its format and as applicable use the SUPPORTING DOCUMENTATION field to: 

   
  

  

  
 

  
 

  
  

  

3.3 Work Breakdown Structure 
Use the Compliance Matrix as a planning document to produce a Work Breakdown Structure to schedule tasks and record 
the completion of assignments. Update the applicable Compliance Matrix and Work Breakdown Structure whenever  
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3.4 Document Order of Precedence 
Observe the following document order of precedence in the event of conflict, ambiguity or contradiction:  

 
 

NOTE: 
Customer specifications take precedence over those of an agency of the U.S. Government and Customer / Government 
specifications take precedence over  
 
 
See 4.0 Process Map on next page. 
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4.0 PROCESS MAP 
 
 Contract Review Process & Proposal Development 

Owner:  
Quality objective:   

  
  
 

 

STOP 

“No Bid” response is returned to 
Customer, if required.   

A 

IN 

On next page 

YES NO 
If R&D has identified 

sub  

NO 
 

YES 

NO 

 

YES 
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 From previous page 
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 B From previous page 

 
 
 
 
 

As applicable, contract is executed by management and returned to Customer.   

 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

 

 

 

 

 

OUT 
  

  
 

Job Order is copied and sent to all affected managers.   
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Contract Review 
 

Program Name:  
Program Source: Internal Customer   External Customer  
RFP#:  Contract Type: Commercial   Gov   R&D  

  
    

    
    

  
    

  
  

 
 
 
 

 
      1      Other  

        
    

     
  

 
      

 
 
 
 
 

       

 l Plan  
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Compliance Matrix-1 
(Program Name - Contract - Revision) 
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Compliance Matrix-2 
(Program Name - Contract - Revision) 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

Form Rev: Orig 

 
 

 

Cop
yri

gh
t ©

 Jn
F Spe

cia
ltie

s, 
LL

C. A
ll r

igh
ts 

res
erv

ed
 w

orl
dw

ide
.



 
Document Name or ID 

CAGE: xxxxx 

Your Company Name 

Rev: Orig

 

Page 12 of 12 
This document may not be disclosed or reproduced in whole or in part without prior written  

permission from a representative of the Company with the authority to grant such permission. 

Work Breakdown Structure 
 

Program Name – Contract - Revision 
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